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Overview 

 
The Withholding Return and Payment System provides the taxpayers of the Commonwealth, the ability to file 

their Withholding K-1 and K-3 returns online. Taxpayers will be able to file returns, view previously online filed 

returns, amend returns, request refunds and credit forwards as well as the ability to access the Enterprise 

Electronic Payment System for paying Withholding Tax Due.  

This User Manual is being provided as a guide to working with the system and can be used as a quick 

reference guide for frequently asked questions. 

Please review the table of contents for quick access to necessary information. 
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2 

Manage Tasks 
 

Tasks in WRAPS 
 

To access Tasks in WRAPS, go to the WRAPS Intranet site (DOR.WRAPS.KY.GOV) and click on the “Manage 

Tasks” tile. 
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My Tasks 

 
To view all tasks that the user currently has assigned to them, they will need to click the “My Tasks” tab from 

the Tasks menu. 

 

 

 

Note: The numbers displayed on the task tab indicate the number of tasks assigned to the user (left) and the 

total number of tasks unassigned/available (right). 
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Assigned 
 

To view all tasks that are currently assigned to other users, the user will need to click the “Assigned” tab from 

the Tasks menu. 
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Unassigned 
 

To view all tasks that are currently not assigned to any user, the user will need to click the “Unassigned” tab 

from the Tasks menu. 
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Refund 
 

To view the refund tasks assigned to the user and not assigned to any user, the user will need to click the 

“Refund” tab from the Tasks menu. 

 

 

 

To work the task, the user will need to take ownership and click on the Period End date link or the Task link. 
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Clicking on the Period End date link or the Task link will take the user to the period screen, where the task can 

be worked. 
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The user will then need to click the Refund button and choose to “Deny” or “Complete” the refund. 

 

Credit Forward 
 

To view the credit forward tasks assigned to the user and not assigned to any user, the user will need to click 

the “Credit Forward” tab from the Tasks menu. 

To work the task, the user will need to take ownership and click on the Period End date link or the Task link. 
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Clicking on the Period End date link or the Task link will take the user to the period screen, where the task can 

be worked. 
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The user will then need to click the Credit Forward button and choose to “Deny” or “Complete” the credit 

forward. 

 

 

Credit 
 

To view the credit tasks assigned to the user and not assigned to any user, the user will need to click the 

“Credit” tab from the Tasks menu. 
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To work the task, the user will need to take ownership and click on the Period End date link or the Task link. 

 

Clicking on the Period End date link or the Task link will take the user to the period screen, where the task can 

be worked 
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The user will then need to click the Credit button and choose to “Deny” or “Complete” the credit. 
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Amended 
 

To view the amended tasks assigned to the user and not assigned to any user, the user will need to click the 

“Amended” tab from the Tasks Menu. 

 

To work the task, the user will need to take ownership and click on the Period End date link or the Task link. 
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Clicking on the Period End date link or the Task link will take the user to the period screen, where the task can be worked.
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The user will then need to click the Amend Return button and choose to “Complete Amended”. 
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Registration 
 

To view the registration tasks assigned to the user and not assigned to any user, the user will need to click the 

“Registration” tab from the Tasks menu. 

 

The registration tasks will not have a Business Name associated with it as the user was unable to provide the 

correct Business Name. 

 

 

 

Note 
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To work the task, the user will need to take ownership and click on the Task link. 

 

 

The user will then have the ability to view the Tax Account Number and Business Name and/or FEIN entered 

by the user attempting to register the business as well as all matches to the Tax Account Number and FEIN. 

The user will select the business to be registered or deny the registration. 

 

 

WRAPS Status 
 

To view the WRAPS status tasks assigned to the user and not assigned to any user, the user will need to click 

the “WRAPS Status” tab from the Tasks menu. 
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To work the task, the user will need to take ownership and click on the Task link. 
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To complete the task, the user will need to click “Complete WRAPS Status.”  
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TPS 
 

To view the TPS tasks assigned to the user and not assigned to any user, the user will need to click the “TPS” 

tab from the Tasks menu. 
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To work the task, the user will need to take ownership and click on the Task link. 

 

 

After the user has removed the Business from TPS and EFT, click “Complete TPS.”  
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Task Actions 

Take Ownership 
 

To take ownership of any task, go to an unassigned section under any tab (except for “My Tasks” or “Assigned 

Tasks” tabs. The unassigned section will have a light gray header. Then click “Take Ownership.” 

 

 

 

Next, the user will be presented with all tasks associated with the Business. To take ownership, the user will 

need to click, “Assign To me.” 
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To take ownership of a task another user is working; the user will need to click the User ID link under the 

assigned column in the Assigned Task tab. 
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The user will then be presented with a confirmation screen which will display all tasks the user will be assigned 

if they choose to continue. To be assigned the task, the user will need to click, “Assign To Me.” 
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Unassign Task 
 

In order for a user to unassign or remove their own task from their queue, the user will need to go to their 

assigned task tab or section under any tab. The “my task” section will be in blue. The user will then need to 

click the “Unassign” link. 
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The user will then be presented with all tasks associated with the Business and will need to click “Unassign 

Task.” 

 

 

  



Withholding Return and Payment System (WRAPS) 2015 

  

31 
 

3 

Search Businesses 
 

Search Functionality in WRAPS 
 

To search for a Business registered for Withholding Tax, the user will need to click the “Search Businesses” 

tab: 
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The user will then need to enter a Withholding Tax Account Number, Business Name or FEIN the DOR User 

should use the tab key or use their cursor to click in the blue portion of the screen to view the search results. 

The search results returned will be for all matches to the information entered.  
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WRAPS Reports 
Launch Reports 
 

To view WRAPS Reports, the user will need to click the “WRAPS Reports” tab: 
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A new tab will open and the user will need to enter their User Name and Password for the BI Reports tool and 

click “Log On”: 
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The user will need to choose “Documents  Folders  WRAPS,” then double click on the report. 
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Report Types 

Account Status Report 
 

Each report will start with a prompt for dates for running the report. The user will need to enter the minimally 

required information and click, “Run Query.” 
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After clicking “Run Query,” the report results will be displayed to the user. 

 

 

 

Return Status Report 
 

Each report will start with a prompt for dates for running the report. The user will need to enter the minimally 

required information and click, “Run Query.” 
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After clicking “Run Query,” the report results will be displayed to the user. 
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Tax Withheld Report 
 

Each report will start with a prompt for dates for running the report. The user will need to enter the minimally 

required information and click, “Run Query.” 
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After clicking “Run Query,” the report results will be displayed to the user. 
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Usage Report 
 

Each report will start with a prompt for dates for running the report. The user will need to enter the minimally 

required information and click, “Run Query.” 
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After clicking “Run Query,” the report results will be displayed to the user. 
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User Work List Completed Report 
 

Each report will start with a prompt for dates for running the report. The user will need to enter the minimally 

required information and click, “Run Query.” 
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The User needs to enter the values and click “Run Query,” the report results will be displayed to the user. 
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Work List Throughput Report 
 

Each report will start with a prompt for dates for running the report. The user will need to enter the minimally 

required information and click, “Run Query.” 
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The user needs to enter the value and click “Run Query,” the report results will be displayed to the user. 
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Access EEPS 
  

View EEPS Payments 
 

To view EEPS Payments, the user will need to click the “Access EEPS” tab: 

 

 

The user will then be routed to the Enterprise Electronic Payment System (EEPS) site. The following user 

guide covers the EEPS Intranet functionality. 

EEPS Intranet User Guide 

 

 

6 

https://cg.ky.gov/exe/cotsrvdel/RevenueWC/ePayReplD01047/01%20Project%20Documents/Forms/AllItems.aspx?RootFolder=/exe/cotserdel/revwc/ePayReplD01047/01%20Project%20Documents/02%20Planning/Training
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Business View 
  

Accessing a Business View in WRAPS 
 

To access a business page in the WRAPS Intranet system, the user will need to click on any Business Name 

link. These links can be found in the Task tabs, Period Screens and in the Search Business result page. 

The Business View allows the user to do the following: view and work pending tasks for the Business, the 

option to create a custom note, send a message/email to the users associated with the Business and add 

users to the Business, view all periods that were made available online for the business, view users associated 

with the Business and view all notes for the business. 
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Create Note 
 

Notes are placed on the Business and Period screens automatically when any action for that Business is 

taken. However, the user has an option to add a custom note by clicking “Create Note” on the Business View 

page. 

 

 

 

The user will need to select the Note Category and the body of the Note, and then click “Create Note.” 
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Send Message 
 

To send an email message to users associated with the account, the user will need to click “Send Message” 

from the Business View page. 
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The user will then have the option to choose the Message Template, Business Period, Withholding Return and 

recipients (all users associated with the business will be displayed). The subject and Message will be prefilled 

based on the Period and Return selected. 
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User Management 

Add User 
 

To add users to the Business Account, the DOR user will need to click “Add User” from the Business View 

page. 

 

 

To add users to the Business Account, the DOR user will need to click “Add User” from the Business View 

page. 

The DOR user will then need to enter the email address that is associated with a user registered with One Stop 

and click „Search for a registered email address.  
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If the user is registered with One Stop, the DOR  user will be presented with the option to grant the user with a 

role of Filer, Payer, Viewer or Administrator. The user may also be given Filer & Payer access. 
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Inviting Users 
 

If the user is not registered with One Stop, the DOR user will be presented with the option to send the user an 

invitation to create a user account. To send the invitation, the user will need to click, “Send invitation to: (email 

address).” 
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The user will receive an email similar to the one below, stating the Business the user has been added to and 

the permission level that was granted. 
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Update Permissions & Remove Users 
 

To edit a user‟s permissions or to remove a user from the Business, the DOR user will need to click on the 

user name or the role. 

 

The DOR user will then need to choose to “Remove user access” or grant the user with another permission 

level. 
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WRAPS Status 
 

To unregister a business from online filing and change the WRAPS status, the user can click the 

“WRAPS STATUS” button. 

  

https://cg.ky.gov/exe/cotsrvdel/RevenueWC/WRAPS/Lists/Production Tickets/AllItems.aspx


Withholding Return and Payment System (WRAPS) 2015 

  

67 
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Enable/Disable Period 

Enable Period. 
 

To make the period available for filing, the user can check the box as shown below.  
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After the user clicks the „Enable Period‟, the user can notice that the period is enabled in the „Notes‟ tab. 

 

Disable Period. 

    To disable the filing period, the user can uncheck the checkbox as highlighted below.  
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Period View 
  

Accessing a Period View in WRAPS 
 

To access a period page in the WRAPS Intranet system, the user will need to click on any Period End Date 

link. These links can be found in the Task tabs and on the Business View. 

The Period View allows the user to do the following: view and work pending tasks for the Period, the option to 

create a custom note, send a message/email to the users associated with the Business, view all returns 

(original and amendments) that were filed for the period online and view all notes for the period. The user will 

also be able to view any payments made for the business using the Enterprise Electronic Payment System 

(EEPS). 
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Create Note 
 

The user has an option to add a custom note by clicking “Create Note” on the Period View page. 
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Send Message 
 

To send a message to users associated with the account, the user will need to click “Send Message” from the 

Period View page. 
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View Return 
 

To view a filed return, the user will need to access the Period View for the Business and click on the return link 

in the summary grid. 

 

 

The user will then be able to see the full return as well as have the option to download the filed return as well 

as view the Business profile and Period Payments. 
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